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Personnel Employment Internal  
 Regulations Transfers 
 
 
 
 
 
 
 
POLICY: .01 Organizat ions consider a l l  qual i f ied Laboratory 

employees who apply or  who are  referred by the 
Personnel  Services (PS) Division,  the Human 
Resources Development  (HRD) Division,  the 
Occupat ional  Medicine Group (HS-2) ,  or  the 
Affirmative Action/Equal  Employment  Opportuni ty 
(AA/EEO) Office for  posi t ion vacancies  announced 
Laboratorywide.   

 
 
DEFINITION: .02 A transfer  is  the placement  of  an employee into 

a  posi t ion through a  competi t ive process .  
Transfers  may be la teral  or  may involve a  

promotion or  demotion.    
 
 
INTERVIEWS AND TESTS .03 Employees remain in  pay s tatus  during a   
DURING WORKING   Laboratory interview or  required test  that  takes  
HOURS:  place during normal  working hours .   These 

employees are  responsible  for  making advance 
arrangements  with the immediate  supervisor  before 
taking t ime away from the work s tat ion.   
Employees may also remain in work s tatus  to  
complete  Job Bid forms.  See AM 322

 
 
REQUIRED APPROVALS: .04 The hir ing organizat ion must  submit  the hire  

package through the Divis ion Office to  the 
appropriate  Employment  Representat ive in  the 
Employment  Group (PS-1) .   Then,  i f  required,  PS-1 
forwards the package to  the cognizant  Associate  
Director  (AD) for  approval .  

 
 

Division Office .05 The appropriate  divis ion-level  manager  approves 

Transfers  to  nonmanagement  posi t ions in  his  or  
her  organizat ion and 

Except ions to  Laboratory pol icy on employment  
of  near  relat ives .  
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Cognizant Associate .06 The cognizant  AD must  approve t ransfers  to  group- 
Director   level  management  posi t ions.  

 
 

Director of Human .07 The DHR must  approve 
Resources (HDR)        

 Waivers  of  advert is ing and 

Reorganizat ions.  
 
 

Director’s Office .08 The Director’s  Office must  approve 

Transfers  to  divis ion-  and directorate- level  
management  posi t ions.  

Proposed annual  salar ies  exceeding the required 
Universi ty of  Cal ifornia  approval  level .   

NOTE:   Other  approvals  may be required before 
a  posi t ion is  advert ised.   See AM 104.

 
 

Security Issues .09 Sensi t ive Posi t ions  — Department  of  Energy (DOE) 
approval  is  required before an employee can be 
t ransferred from a “nonsensi t ive” to  a  “sensi t ive” 
posi t ion.   Contact  the Personnel /  Information 
Securi ty Group (OS-15) for  information on 
sensi t ive posi t ions.   DOE must  cer t i fy Personnel  
Assurance Program employees.  

 
 .10 Transfer to  Q-Cleared Posi t ion from Uncleared or  

L-Cleared Posi t ion  — To transfer  an uncleared 
employee into a  cleared posi t ion or  an L-cleared 
employee into a  Q-cleared posi t ion pending the 
grant ing of  the L or  Q clearance requires  assurance 
that  the individual  wil l  be product ively employed 
while  wai t ing for  the clearance and the approval  of  
the hir ing off icial’s  manager .  

 
 
OFFERS: .11  The authorized Employment  Representat ive in  

PS (or  HRD Division for  Special  Employment  
Programs) or  the hir ing off icial ,  in  coordinat ion 
with the Employment  Representat ive,  may extend 
transfer  offers .   Such offe rs  are  extended oral ly and 
documented on a  Personnel  Act ion (PA) form.  The 
receiving organizat ion may not  make any 
commitment  while  wai t ing for  a l l  required l ine 
management  and administrat ive approvals  and for  
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the offer  to  be off icial ly  extended.   The oral  offer  
must  include the information on the t ransfer  PA 
form and any special  condit ions or  necessary 
addi t ional  approvals  —for example,  medical  
approval  or  approval  on a  proposed salary increase.  

 
 
EFFECTIVE DATE: .12 After  the posi t ion has been offered and accepted,  

the receiving group and the employee’s  current  
group arrange a  t ransfer  date  that  is  acceptable  to  
both.   Normally,  the receiving manager  is  not  
required to  al low more than 2 pay periods before 
requir ing the t ransferred employee to  report  for  
work.    The effect ive date  must  fal l  on the f i rs t  
day of  a  pay period unless  the s i tuat ion has 
extenuat ing circumstances.  

 
 
PERFORMANCE .13 Refer to  AM 109 for  information on conduct ing  
APPRAISAL:  performance appraisals  on transferring employees.  
 
 
TRIAL-BASIS .14 Most  employee t ransfers  to  f i l l  an advert ised 
TRANSFER:  vacancy are on a  t r ia l  basis  (90 calendar  days)  for  

both the receiving organizat ion and the t ransferred 
employee.   This  includes t ransfers  within a  sect ion 
or  group unless  specif ical ly excluded on a  PA form.  
I t  is  not  a lways possible  to  reinstate  a  t ransferred 
employee in  the previous posi t ion i f  the t ransfer  
proves unsat isfactory.  

 
 .15 When a t ransferred employee cannot  return to  the 

former posi t ion,  the employee is  permit ted to  return 
to  the former divis ion at  the previous classif icat ion 
and salary.   The employee may maintain the 
classif icat ion for  no more than 1 year  or  unt i l  the 
employee accepts  an offer  of  a  regular  posi t ion at  
the same classif icat ion,  whichever  occurs  f i rs t .   I f  
the employee rejects  an offer  of  an equivalent  
posi t ion at  the previous classif icat ion and salary or  
i f  1  year  has  elapsed,  the dut ies  and responsibi l i t ies  
performed by the employee are  evaluated,  and an 
appropriate  classif icat ion and salary are  establ ished 
for  the posi t ion held.  

 
 

Exceptions .16 The fol lowing act ions are  not  subject  to  the 90-
calendar-day t r ia l-basis  t ransfer  provisions:  
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Changes in  work schedules  (for  example,  ful l -
t ime to part- t ime or  par t- t ime to casual  within 
the same posi t ion) .  

Changes from fixed-term appointments  (such as  
short-  term to regular)  or  from Special  
Employment  Programs to regular  s tatus .    

Transfers  occurr ing because of  a  reduct ion-in-
force  (RIF) or  reorganizat ion.  

Transfers  to  another  posi t ion because of  
marginal  or  unsat isfactory performance.   These 
t ransfers  require  documentat ion and prior  
approval  of  the HRD Division Leader .   Consul t  
the Employee Relat ions Group (HRD-1) for  
assis tance.  

Transfers  to  other  organizat ions when 
employees can no longer  perform effect ively in  
their  current  posi t ions because of  medical  
problems.   Such t ransfers  are  l imited to  
circumstances in  which other  sui table  posi t ions 
do not  exis t  in  the current  organizat ion.   
Occupat ional  Medicine Group (HS-2)  
verif icat ion is  required.  See AM 113 and AM 118.   

Directed t ransfers  not  a lready l is ted above.  

Transfers  to  unadvert ised vacancies ,  such as  
appointments  to  TSM Sect ion Leader  posi t ions.  

 
 
DIRECTED TRANSFERS: 
 

Definition .17 A directed t ransfer  is  the noncompeti t ive placement  
of  an employee in  an advert ised posi t ion or  
unadvert ised posi t ion and can include t ransfers   

Made for  programmatic  reasons;   

Caused by reorganizat ion,  reduct ion-in-force,  
t ransfer  of  funct ional  responsibi l i t ies ,  or  
funding shortfal ls ;  or   

Effected to  accommodate medical  condi t ions;  
 
 

Purpose .18 Directed t ransfers  al low management  to  maintain 
and redeploy the work force for  more eff icient  and 
product ive operat ion.  
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Transferring Employees .19 Normally,  a  directed t ransfer  moves an employee 
into an establ ished posi t ion at  the same level .   
(Directed t ransfer  is  not  intended as  a  mechanism 
for  promoting employees.)  

NOTE:   However ,  i f  the employee is  not  placed 
in  an establ ished posi t ion,  the receiving 
organizat ion must  contact  the Compensat ion 
Group (PS-4)  within 6 months af ter  placement  
to  establ ish the new job’s  ser ies  and level  and 
must  submit  a  PA form to make any necessary 
adjustments  resul t ing from the classif icat ion.  

 
 

 .20 Approvals  —  I f  the t ransfer  is  across  group l ines,  
the divis ion-level  manager  approves.   I f  the 
t ransfer  is  across  divis ion l ines ,  both divis ion-level  
managers  must  approve.   I f  the t ransfer  is  across  
directorate  l ines ,  the DHR must  approve.  

 
 .21 Management  — With the concurrence of  the next  

higher  level  manager ,  l ine management  may direct  
a  manager  into a  nonmanagement  posi t ion or  into 
another  management  posi t ion at  the same level .   See 
AM 102.  

NOTE:  A program manager  or  a  program 
director  can be direct ly  t ransferred into a  l ine 
management  posi t ion only i f  he or  she 
previously served in  a  l ine management  posi t ion 
at  the same or  higher  level  or  was selected for  
the program posi t ion through a  competi t ive 
process .  
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